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Quick Guide

oyee logs on to the ESS Portal.
oyee enters and saves time.
oyee reviews and releases time.

& Time is routed online to the Manager for
approval in Manager Self Service

(MSS).



Access the logon screen at: hitps://mybeacon.its.state.nc.us/

Type in your NCID and password (the password will need to be
changed every 90 days)

Click the “log in” button

INTEGRITY

DEACON

a88 North Carolina
Office of the State Controller

sroup 2 agency employees will not be able to access
the BEACON Portal (Emploves Self Service and Manager Self Senvice)
untilthe second go-live on April 1, 2008, We encourage you to take
the ESS and M35 online courses at hitp: ey beacon nc gowvitraining



https://mybeacon.its.state.nc.us/

e Click on the My Data (ESS) tab

Welcome ANHIS BARBEE
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Group 2
Home

Welcome to the BEACON Portal

BEACON Group Two Agency Employees, i‘IEIFIIISDHHEL
Thank you for authenticating your NCID and password for future access to the BEACON
portal. Beginning April 1 you will he able to access the portal to conduct many human
resources activities, such as updating or changing your home address, adding or changing
Wi 11C GO0, COFT) wennis 05, state nc.usincflex

bank account information, and much more. Prior to the April 1 go-live date, we encourage
you to:
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State Health Plan

Although you will be able to start using the system beginning on April 1, your availahle wanwy. myncretirement. com wanwv.stateh e althplan.state.ne.us
leave halances will not be displayed until the week of April 14. The Project Team has given
Group Two agencies until April 11 to provide all employee leave and vacation data from the

legacy systems. -
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Note: Please do not call the BEST Shared Services Center for assistance until April 1. Oiifies afth
Shared Services Center agents will not have access to your information to assist you until e
after this date.
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« Following is the Overview screen.

e Select “My Working Time” in either of two places on this
screen.

Overview | My Employee Searcli | My Working Time | ily Benefits | MyPay | Wy Perzonal Data

Overview

Employee Self-Service applicationz provide North Carolina State employees with eazy access to information and services. Thiz page gives an overview of the entire offering.

. My Emplovee Search | ."f.
Search for NC State employees; find bazic information about colleagues and their position in the State. l Herere=peer=rorking timez, plan your leave, and dizplay your time data.

[—
Qick Links Cluick Links
Who's Who Record Working Time

My Benefitz My Pay
Dizplay the planz in which you are currently enrolied; enrollin new benefit plans during the State’s Open

Enroliment perinds; access State Health Plan forms.

Dizplay your pay =tatement or your total compenzation statement.

My Perzonal Data




orking Time” screen.
orking Time” from the menu.

Mwecag e e, orking time here.
fou have recorded adeguate working times for all workdays up to 07/07/2007.
“our recorded times have been approved up to 07/07/2007.

Release Working Time Data
Here you can release your working time to your manager.
There are 1 recorded times that you have not yet released.

My Leave Requests

Leave Request
Request leave and other types of abzences.

Quota Overview

Dizplay vour leave balance(s).

State of North Carolina Leave Forms
Woluntary Shared Leave Application Form
Voluntary Shared Leave Donor Form
Advance Sick Leave Form

My Time Statements
Time Statement
Dizplay your working times, absence times, bonuses, and time accounts.
Time Statement for a Chosen Period
Dizplay vour working times, absence times, bonuses, and time accounts for a period of vour cheice.

welcome to the My Working Time workset!
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v' Employees classified as Positive Time are subject to

FLSA overtime (S-FLSAOT).
v Positive Time employees should record their Time

Worked each day and any leave requests.
v This time must be “released” to the supervisor for

approval on a weekly basis.
v If you have questions, contact your supervisor or your
local HR office.
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v Employees classified as Negative Time are NOT subject
to FLSA overtime (N-FLSAOQOT).

v' Negative Time employees should only record their
leave requests and/or excess time worked.

v" Only when these special requests are made must the
timesheet be “released” to the supervisor for approval.
v If you have questions, contact your supervisor or your
local HR office.
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There are many Attendance/Absence codes to choose
from.

Select an appropriate Attendance/Absence code in the
left column to represent your work status for each day.

Each Attendance/Absence code will occupy a separate
line as appropriate.
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When you work your normal schedule, you will use the
Time Worked (9500) code.

When you wish to request sick leave, you will select Sick
Leave (9200) from the list.

When you request vacation, you will select Approved
Leave (9000).
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 |f you worked a full week according to schedule, and you
requested no leave, then your timesheet will look like the
sample below.

e The code Time Worked (9500) has been selected for
each date.

« The “Act” line, represents Actual hours after all codes
have been entered and totaled.

Out vew
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&ed 2200 1 o [10272007 i (L3
Working Times Recorded from Sunday, October 21, 2007 to Saturday, October 27, 2007.
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This is a Positive Time 7

example.

Negative Time employees
need only record
exceptions to the regular
schedule.
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Do not select the Additional Time Worked code (9510) for
working extra hours in a given week.

e Include these hours as Time Worked (9500).

« BEACON automatically adds the extra hours to your
compensatory time quota for a given week.

* In the case below, 4 hours will be listed automatically as
compensatory time.

ouy Ve
&4 from .1 102902007 o

i# (7 1o 10272007 (310
Working Times Recorded from Sunday, October 24, 2007 to Saturday, October 27, 2007.
Afl/abs. type Premium no Total SUO10221 MO, 1022 TU, 103 OWE, W24 THI0ES  FRO10GE SA 10727
Puar 40 g B -] B 8
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This is a Positive Time
example.

Negative Time employees -
need only record -
exceptions to the regular
schedule.

Deiete Row | | Save as Template | | Refresh



In the following timesheet sample, the employee:

« Was out on Monday due to a holiday (Holiday Leave 9300).

» Took 8 hours vacation (Approved Leave 9000) on Tuesday.

 Worked 4.5 hours (Time Worked 9500), became sick, and took 3.5 hours
of sick leave (9200) on Wednesday.

 Was called for jury duty on Thursday, so requested Civil Leave (9550).

 And was absent on Friday due to Adverse Weather (9545).
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<« the “Plan” totals for each day,
given leave requested and
time worked.
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This is a Positive Time
example.

Row| '[sl12] - |=|= Negative Time employees
need only record
exceptions to the regular
schedule.



day for recording your time
look at the summary of your week
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 Once you have reviewed each date and verified its
accuracy

e Save the time record by clicking on the “Save” button
at the bottom of your time record.

Record Working Time

T . )
| |
Edit Review and Save

Check your entries before saving.

Recorded Working Times

Date Aft /ab=. type Premium no.  Cell content  Additional info
10FZ272007 Time Warked 8

102352007 Time Worked 8

102872007 Time Yorked

10/25/2007 T W =™, 8

LA
10/26/2007 g o _ﬁ) g
"4 Previous Step . [ Exit |



 The final step Is to release the time record by clicking
on the Release Working Times tab.

 The record is then electronically submitted to your
manager for approval in Manager Self Service (MSS).

Record Working Time

Completed
&] Vour data has been saved
VWhat do you want to do next?
Baffit Al A H e T
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Overview of your newly recorded working times

Date Aft fabs. type Premiumno, Celconient Addiional info
102272007 Time Worked
1232007 Tme rked
1072472007 Tim ked

J‘.ID
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1072572007 me Worked
1002682007 Teme Wor
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Quick Guide Review

oyee logs on to the ESS Portal.
oyee enters and saves time.
oyee reviews and releases time.

& Time is routed online to the Manager for
approval in Manager Self Service

(MSS).
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